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MARCORUVMRSOP

I NTRODUCT! ON

0001. PURPOSE. The tinely and accurate delivery of mail is paranount in

mai nt ai ni ng good noral e throughout any unit. This Manual provides the Conmander
with the informati on needed in order to operate and properly maintain an
efficient unit mail room (UVR) and/or mail distribution center (MDC).

0002. STATUS

1. The policies outlined in this Manual are applicable to all Marine Corps
activities that maintain a UVR or MDC

2. Any deviation frominstructions contained in this Manual nust be authorized
by the CMC (MR).

0003. SCOPE. This Manual prescribes policy and procedures for the processing
and delivery of both personal and official mail for Marine Corps UVR(s) and

MDC( s) .

0004. RESPONSIBILITY. The currency, accuracy, and nodification of this Manua
are the responsibility of the CMC (MRP-3). Commanders of Marine Corps
activities are responsible for the tinmely entry of changes and physica

mai nt enance of their copies of this Mnual

0005. ALLOMNCES. M ssing pages will be obtained by requisitioning the basic
manual or pertinent change(s) per the current edition of reference (b).

0006. ORGANI ZATI ON

1. This Manual is organized in chapters using Arabic numbers, which are
sequentially listed in the overall contents page.

2. Paragraph nunbering is based on four digits. The first indicates the
chapter, the next three, the general paragraph, and the nunmber of conbi nations
that follow the decimal point, the appropriate paragraph; e.g., 4002.2a refers
to chapter 4, paragraph 2, and subparagraph 2a.

3. Pages are nunbered in separate series by chapter, with the chapter nunber
precedi ng each number; e.g., the fourth page of chapter 2 is shown as 2-4.

0007. CHANGES. Changes to this Manual are encourage and should be subnmitted to
CMC (MRP-3), via the chain of command. Changes will be nunbered consecutively,
and entered accordingly on the Record of Changes page provided for that purpose.
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MARCORUVMRSOP

CHAPTER 1

GENERAL | NFORVATI ON

1000. PROCEDURES

1. Commandi ng officers shall ensure all eligible personnel receive proper nmail
delivery service. These instructions apply only to letters and parcels
delivered through the U S. Postal Service (USPS), MIlitary Postal System (MPS)
and UMR/ MDC(s) herein referred to as mail

2. Al commands operating a unit mail room (UWMR), or (MDC) shall use this
Manual for standardi zed mail processing, distribution, and delivery procedures.
This Manual anplifies the information contained in reference (a) and is the
authority for Marine Corps UVR and MDC operations.

1001. DEFI NI TIONS
1. Accountable Miil. A general termused to describe mail that provides

speci al services: express, registered, certified, nunbered insured, and return
recei pt for nmerchandi se, delivery confirmation and signature confirmation

2. Assistant Unit Postal Oficer. Oficer, Warrant O ficer, Staff

Nonconmi ssioned Officer or civilian enployee (GS-6 or above) designated in
witing by the commander to assist the unit postal officer in the supervision of
t he UVR/ MDC.

3. Back stanp. A date stanmp applied to the back of a piece of mail to indicate
t he date of receipt.

4. Depredation. An act of unlawfully tanpering with mail with the intent to
steal, danage, or in any way prevent the tinely and secure delivery of mail.

5. Mail Distribution Center (MDC). A secure area where mail delivery is
acconpl i shed through assigned mail receptacles or section mail call

6. Marine Corps Mail Room (MCMR). Mail roons operated by Marine Corps posta
clerks who, in conjunction with civilian U S. postal clerks, provide posta
support and are located in the same building. Civilian U S. postal clerks
provide all financial operations, accountable mail control, mail dispatch, and
recei pt points for the MCMR  Marine Corps postal clerks provide nail delivery,
directory service, and official mail control points for the MCWR

7. Marine Corps Postal Clerk. A Marine who receives formal training and is
officially designated (MOS 0161) on DD Form 2257 (Designation/ Terni nati on MPC-
FPC- Cope-PFO to perform postal functions in the operation of a Mlitary Post
Ofice (MPO. Postal clerks will not be assigned to perform UVR or MDC duties

8. Mlitary Post Ofice (MPO. Post offices operating as an extension of the
USPS by arned forces personnel to serve and performall postal functions for
designated mlitary bases.
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1002 MARCORUMRSCP

9. Oficial Mail. Any letter, publication, or parcel relating exclusively to
t he business of the U S. Governnment, which is mailed using official postage.
Additionally, mail that has an official return address, uses a governnent
agency's indicia, contains a mlitary title in the address, or is addressed to
t he "Commandant of the Marine Corps", "Commandi ng General", "Comandi ng

Oficer", "Commanding Oficer of _ , or the Oficer in charge is
consi dered official mail

10. Odinary Mail. Al mail that is not classified as accountable mail.

11. Postal Inspector. A Marine Corps postal officer MOS 0160 or enlisted MOS
0161, menmbers of the Inspector General of the Marine Corps (I GVC) team or nmjor
conmand i nspection teans (MarForlLant/Pac), Comandi ng General |nspection Program
(CAP) or installation postal team for the purpose of conducting audits and

i nspections of MPQ(s), PSC(s), Oficial Mil Managenment Prograns (OWP), UWMR(S),
MDC(s), within their AOR

12. Postal O ficer. A Marine Corps officer assigned MOS 0160 who manages
installation MPO operations, conducts audits, and investigations on any conmmand
rel ated postal matters.

13. Unit. Any Marine Corps organization or activity that operates a UVR or MDC
for providing delivery of mail.

14. Unit Mail Cderk. An individual designated by proper authority to perform
mai | handling duties in the operation of a UVR or NDC

15. Unit Mail Oderly. An individual designated by proper authority to pick up
mail fromthe UVR or MDC and deliver it to the addressee.

16. Unit Mail Room (UMR). A properly secured room or enclosure established at
a battalion, squadron, or separate conmpany |evel which serves as a place for
mail clerks to handle, process, and deliver nmail to nail orderlies or other

aut hori zed personnel

17. Unit Postal Oficer. An Oficer, Warrant Oficer, Staff Non-Comm ssioned
Oficer or civilian enployee (GS-6 or above), designhated in witing by the unit
conmander to supervise the operation of the UVR or MDC

1002. MAIL SERVICE. The commandi ng officer will ensure personal mail is
properly delivered to the nenbers of the command. The receipt of personal mail
through the UVMR or MDC is restricted to personnel residing in mlitary barracks
where USPS does not deliver mail. Marines residing in mlitary housing or in
of f-base quarters where USPS delivers are not authorized to receive persona
mai | through the UVR/ MDC, and may not use their military address to receive bank
statements, credit card invoices, or nmagazi ne subscriptions, however,
installation commanders may grant exenpti on when consi dered necessary for the
tinmely delivery of mail. Recently transferred personnel may use their mlitary
address until they establish permanent quarters, however, they should notify
correspondents of a permanent address within 90 days after joining the command.
Any mail received after the 90 day period will be returned to the sender or
forwarded to the service nenber’s residence with an appropriate endorsenent.

1-4



MARCORUNMRSCP 1003

1003. RESPONSI BI LI TIES

1. Commandi ng officers shall

a. Provide adequate space and equi pnent necessary for proper nail handling
and security, and ensure nmail clerks and nail orderlies have sufficient time to
performtheir duties.

b. Report and take action on postal offenses and | osses per the DoD Posta
Manual

c. Appoint individuals in witing to receipt for all official mail

d. Appoint a unit postal officer and an assistant unit postal officer by
either letter or unit special order

2. The unit postal officer or assistant postal officer shall

a. Ensure mail clerks and mail orderlies receive proper training
prior to assunming nail handling duties.

b. Ensure mail is properly handled and delivered in a tinely manner.
c. Ensure the UMR/MDC is operated in conpliance with this Mnual
d. Conduct weekly unannounced nail roominspections.

e. Notify the commander and serving post office of all suspected or known
postal offenses or |osses.

f. Verify daily that all official accountable nmail (Express, Registered,
Certified, Numbered Insured, Return Receipt for Merchandi se Mail) has been
properly delivered by initialing PS Form 3883 (Firm Delivery Receipt).
g. Control and secure duplicate keys or conbinations to the UVR/ NMDC
h. |Issue and revoke all DD Forns 285 (Appointment of Mlitary Postal derk
Unit Mail Cerk, or Mail Orderly) and maintain DD Form 2260 (Unit Mail
Clerk/ Orderly Designation Log). These forns can be obtained through | ocal supply
channel s.

i. Ensure the mail directory file cards and mail processing records are
properly maintained.

j. Attend training prior to assuming Unit Postal Oficer & Assistant Unit
Postal OFficer duties.

3. Unit mail clerks shall
a. Operate the UVR/ MDC per this Manual

b. Safeguard mail in their possession
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1003 MARCORUMRSCP

c. Ensure entry to the UMRMDC is limted to authorized individuals.

d. Performdirectory service on all undeliverable mail and return it to the
servicing post office at the next mail call

e. Attend training prior to assum ng mail handling duties.

f. Back stamp all nmail that is received in the UV MDC to show a date of
receipt.

g. Ensure official mail is delivered to the addressee or to the authorized
agent designated in witing by the commndi ng officer to receipt for officia
mai | .

h. Report known or suspected postal violations to the Unit Postal Oficer
or the Assistant Postal Oficer.

4. Unit mail orderlies shall
a. Pick up mail at specified times and safeguard it at all tines.
b. Ensure personal mail is delivered only to the addressee or
an authorized agent. Delivery to addressee's O C/ NCO C for subsequent delivery

i's not authorized.

c. Oficial mail will be delivered to the addressee or to the authorized
agent authorized by the commandi ng officer to receipt for such mail

d. Return all undeliverable nmail to the UVR the sane day as receipt with
supporting docunentation stating why it could not be delivered. (i.e. |eave,
TAD, etc.)

e. Report known or suspected postal violations to the unit postal officer
or the assistant postal officer.

f. Attend training prior to assunming mail handling duties.
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CHAPTER 2
ADM NI STRATI ON
SECTI ON 1: GENERAL PROCEDURES
2100. MAIL HANDLI NG ORDER. Al commands operating a UVR/ MDC nust publish mai
handl i ng instructions that provide personnel with sufficient infornmation about

|l ocal mail service. These instructions, at a minimum wll include the
fol | owi ng:

1. The correct and conplete mailing address used by personnel attached to the
comand.

2. The location and hours of operation of the UVMR MDC, and servicing post
of fice.

3. The location and collection hours for outgoing mail receptacles.
4. Mail call hours and mail distribution procedures.

5. Instructions for using OPNAV 5110/5 (Change of Address Card).

6. Information about security of mmil and postal effects.

7. Procedures to establish a classified material screening point.

8. Nonnmmilable Itens

a. Any article or material that can harm people or property.
b. Liquor.

c. (Obscene matter.

d. Libelous matter.

e. Lottery nmaterials or any witten or printed matter intended to sw ndle
or defraud.

f. Subversive matter.
g. Conceal able firearns or dangerous nartial arts weapons.

9. Procedures for handling mail for personnel tenporarily absent fromthe
conmand.

2101. MAIL ROOM NO ADM TTANCE EXCEPT TO AUTHORI ZED PERSONNEL. Al l UWMR/ MDC(s)
will promnently display on or near the entrance to the UMR/ MDC a sign

i ndi cating “MAIL ROOM NO ADM TTANCE EXCEPT TO AUTHORI ZED PERSONNEL” with the
hours of operation and an exanple of a correct mailing address for the comrand.
(See figure 2-1).
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2102 MARCORUMRSCP

2102. SPACE AND EQUI PMENT. Al UM/ MDC(s) will be constructed per Chapter 3 of
thi s Manual and contain enough space to accommpdate a desk, computer, filing
cabinet, mail sorting case, bag rack and an area to process mail unencunbered.
Only U.S. mail, postal records, and essential furniture will be in the UVR/ NMDC
Personal items such as cassette/CD players, television sets, video ganes wil|
not be permitted in the UVR MDC. The UMR/ MDC will not be used to store other
gear that is not related to the delivery or processing of mail. The UWMR/ NDC
wi Il be kept clean, neat, and organized in an orderly nmanner.

2103. PROH BITIONS. Mil clerks will not open, read, or store personal mail
addressed to themin the UVR/ MDC

2104. UWR/ MDC | NSPECTI ONS

1. The unit postal officer/assistant postal officer will conduct weekly

i nspections using the current edition of the AIRS Checklist. Inspections wll
be conducted unannounced and at random so as not to establish a trend when

i nspections are acconplished.

2. The command postal officer, MPO supervisor of the serving postal facility,

or a conmand desi gnated representative (if no MPO supervisor is in the area)

wi | | conduct unannounced i nspections of all UWMR/ MDC(s) served by the command at

| east quarterly, using the AIRS Checklist. Al UMR MDC(s) receiving a non-

nm ssion capable rating during a quarterly inspection will be inspected nmonthly
until they receive at |east two consecutive ratings of "mssion capable.”

Mari ne Corps nail roons operated by Marine Corps personnel in conjunction with a
civilian post office shall be inspected annually.

3. Personnel augnenting an | GMC inspection team or other designated USMC

i nspection teans may inspect UVR(s), MDC(s), MCOMR(s) and MPQ(s) as directed. In
addition to Marine Corps inspectors, USPS postal inspectors may al so i nspect
UVR(s), MDC(s), MCMR(s), and MPQ(s) on request from or on approval of the
responsi bl e commander.

4. Proper identification is required prior to granting access to mail handling
ar eas.

5. Inspector-Instructor staffs, officer selection offices, and recruiting
stations that do not maintain UMY MDC(s) will not be inspected by an | GMC t eam
as a UMR/MDC. |1GVC inspectors should only include the inspection of Oficia
Mai | Managenment procedures for these types of units and review the procedures of
personal mail delivery if the unit receives personal mail.

2105. POSTAL I NSPECTOR. A Marine Corps postal inspector will be identified by
a NAVMC 11157 (Marine Corps Postal Inspector Identification Card). This NAVMC
card will be issued to all Marine Corps postal personnel who inspect nail
handling facilities and mlitary post offices. The back of the card wll
identify the major conmands to be inspected and assigned inspection
responsibilities. Postal inspectors should retain the NAVMC 11157 card on their
person at all times until they are relieved as postal inspectors. NAVMC 11157
can be obtained fromthe CMC (MRP-3).
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MARCORUVMRSOP

CHAPTER 2
ADM NI STRATI ON

SECTI ON 2: DESI GNATI ON PROCEDURES

2200. GENERAL. The unit postal officer or assistant unit postal officer shall
use a DD Form 285 (Appointnent of Mlitary Postal Clerk, Unit Mail Cerk, or
Orderly) to designate all mail clerks and orderlies within their command. The
unit postal officer and assistant unit postal officer will be designated in
witing by the commandi ng officer. If a unit postal officer/assistant postal
officer is actually involved in handling nail then they will also conplete a DD
Form 285. Unit postal officers, assistant unit postal officers, mail clerks,
and mail orderlies will receive mail handling training prior to assignnent to
mai | handling duties.

2201. MAIL CLERK AND ORDERLY DESI GNATIONS. The command wi || keep the nunber of
designated mail clerks and orderlies to a mninumto allow efficient and

ef fective handling and delivery of the mail. A mininmmof two mail clerks and
orderlies should be appointed per each unit or section.

1. DD Form 285 (Figure 2-2). Three original DD Form 285's shall be prepared
for each nail clerk. One will be retained in the UVR, one will be provided to
the servicing MPO or local USPS, and the mail clerk will retain one copy with
himher at all times when performng mail handling duties. Two DD Form 285's
will be prepared for each company/section nmail orderly. One copy will be
retained in the UWR' MDC, and the mail orderly will retain one copy with hinifher
at all tines when performng nmail handling duties. Ml clerks/orderlies wll
al so have with themtheir DD Form 2/ CAC (Armed Forces ID Card) for active duty
personnel or appropriate additional identification for civilian personnel when
performng mail handling duties. DD Form 2260, figure 2-3 (Unit Mail

Clerk/ Orderly Designation Log) may be used as a substitute for the copy of the
DD Form 285, that is retained in the UVR/ MDC

Prepare the DD Form 285 as foll ows:

a. Block 1 - Effective date (actual date the card is signed by the
appointing official).

b. Block 2 - Disregard date revoked and assign an accountabl e nunber of the
card (e.g., 2-01 or 002-01 per figure 2-2).

c. Block 3 - Last name, first name, mddle initial.
d. Block 4 — Rank/Pay G ade.

e. Block 5 - Social Security Number.

f. Block 6 - Title (Mail Clerk or Mail Orderly).

g. Block 7 — Organization (Miil clerks) or section (Ml orderlies).
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h. Block 8 - Unit address.

i. Block 9 - Indicate the mail pickup authorization. Mil clerks and
orderlies are only authorized to pickup "PERSONAL (except accountable)",
OFFICIAL (all),"™ or "OFFICIAL (except accountable)” mail. They are not
aut horized to pick up "PERSONAL (all)" mail. The appointing official will also

initial each section to validate the authorization.

j. Block 10 - The MPOwi Il use the Al -Purpose Date Stanp to validate all
DD Form 285's for mail clerks. This block will be left blank for orderlies who
pick up mail fromthe UVR MDC and the appointing official's initials in block 9
will validate the card. Wen mail clerks are revoked, a letter of revocation
with a copy of the DD 285 card will be provided to the servicing post office.

k. SIGNATURE OF APPO NTING OFFI CI AL - The unit postal officer or assistant
unit postal officer will sign each DD Form 285, in the signature of appointing
of ficial block.

. SIGNATURE OF APPO NTEE - The mail clerk or orderly will sign each DD
Form 285, in the signature of appointee bl ock.

m \When a mail clerk is relieved of duty, a letter of revocation will be
provided to the servicing post office with a copy or their DD Form 285. An
appropriate entry will be entered into the DD Form 2260 showi ng revocati on.

n. Wien a mail orderly is relieved of duty, an appropriate entry will be
made in DD Form 2260 indicating revocation and all copies of their DD 285 cards
wi || be destroyed.

2. DD Form 2260, (Unit Mail Cerk/Oderly Designation Log)

a. DD Form 2260, which can be obtained through your |ocal supply channels,
is used to record all mail clerk or orderly appointnents. All information on
the log, including the appointing official's signature, nust coincide with
i nformation contained on the DD Form 285. When the individual is authorized to
recei pt for accountable mail, an asterisk, or some other notation, is placed in
the left margin.

b. DD Form 2260 will be retained for two years fromthe |ast revocation
date on the log and nay be retained in the UMY MDC for adm nistrative purposes.
Figure 2-3 shows a properly conpl eted DD Form 2260.

c. The mail clerk is responsible for the nai ntenance of DD Form 2260 and
the postal officer will ensure the accuracy of DD Form 2260 on a weekly basis.

d. DD Form 2260 may be used as a substitute copy of DD Form 285 and
mai nt ai ned in the UVR/ MDC.



MARCORUMRSOP 2202

2202. TRAINING Conmanding officers will ensure that unit postal officers,

mail clerks and mail orderlies are know edgeable in all aspects of mail handling
operations and properly trained in their responsibilities prior to designation.
Conmands may use locally devel oped military postal prograns, correspondence
courses from DoD Activities, or Marine Corps Institute to acconplish this

requi renent.
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MAIL ROOM

NO ADMITTANCE

EXCEPT TO AUTHORIZED PERSONNEL

MAIL CALL
DAILY SATURDAY SUNDAY & HOLIDAYS
0800 - 1600 N/A N/A

THIS NOTICE IS TO BE ATTACHED TO MAIL ROOMS

CPL JOEY L MARINE

24TH MEU (SUPPLY)

PSC BOX 20083

CAMP LEJEUNE NC 28542-0083

2-

8

Figure 2-1. --

(Mail room No Admittance Except to Authorized Personnel).
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APPOINTMENT OF MILITARY POSTAL CLERK, 1. DATE EFFECTIVE  |2. DATE REVOKED
UNIT MAIL CLERK OR MAIL ORDERLY
(See Instructions on Reverse) 0 1 1 004 2 = O 1

3. NAME OF APPOINTEE (Last, First, Middle Initial)

Smth John W

4. NAME OR GRADE 5. SSN 6. TITLE OF APPOINTEE
LCpl 012345678 Mail Cderk
7. ORGANIZATION/ACTIVITY 8. APO, MPO, OR CONUS INSTALLATION
MCCDC Quantico VA

9 MAIL AUTHORIZED TO RECEIVE 10. THIS FORM MUST BE VALIDATED BY THE SERV-

- ING AGENCY'S GENERAL PURPOSE DATING STAMP
(Check and Initial) PRIOR TO CLERK RECEIVING MAIL. IN THE CASE
PERSONAL (ALL) OFFICIAL (Except accountable) OF THE NAVY MOBILE UNITS, VALIDATION MAY

BE BY IMPRESSION OF THE OFFICAL SEAL.

PERSONAL (Elécgatlaccountable) OFFICIAL POUCHES ONLY
nt.

OFFICIAL (ALl
ng’O Int. ]
SIGNATURE OF APPOINTING OFFICIAL SIGNATURE OF APPOINTEE
Pogd Cfficr Jdn W, Sith
oD 285 SIN 0102-LF-002-9201 EDITION OF THIS FORM NOT HAVING SSN IS OBSELETE AFTER 30 JUNE 00

Item 6. Indicate the correct title of the appointee: Military Postal Clerk, Unit Mail Clerk or Mail Orderly

Iltem 7. State the exact activity, l.e., Sq Gp, Ship's Name, BN, CO, BSO, NCO Club, Exchange, Official Center,
etc

Item 9 & 10. Appointing official will check box and initial by each type of mail appointee is authorized to
receive.
Validating official will enter his initials in lower right hand corner.

Signature of Appointing Official - | have appointedthe individual named to receive mail indicated addressed to
the specific organization/activity shown. When this appointment is terminated, | will (1) Notify the
agency through which mail is received, (2) Destroy DD 285 returned by the individual, and (3) Complete
Item 2 (DD 285) on the Unit File Copy and retain it for the period specified in the applicable service's
regulation.

Signature of Appointee - | have studied the instructions in applicable regulations, manuals and other directives,
and am thoroughly familiar with my responsibilities and duties. | will carry this authorization when-
ever | am engaged in mail handling duties and return it to the appointing official when | am relieved of
mail handling duties.

Figure 2-2. -—DD Form 285 (Appointnent of Mlitary Postal Cerk, Unit

Clerk/ Orderly)

Mai |



MARCORUVMRSOP

Card No. | Dete Issued | Dete Revoked Activity Name of Designee Designee Appointing Cfficial Pay
(Yr, Mo, Day) | (Y1, Mo, Day) Identifer (Print) Last,First, M (Signature) (Sgnature) Gade
5101 | 20010129 | 20010701 MOCDC |.MPostal 1. MPostal 1. MSnith ONO-3
DDFORM 2260 (JAN&) E-Form (DD Form 2260X1s) Rev 20000426
Figure 2-3. -—DD Form 2260 (Unit Milclerk/Orderly Designation Log)
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CHAPTER 3

SECURI TY
3000. GENERAL
1. Unit mail clerks and section mail orderlies shall safeguard nmail in their
possession at all itens and may be held liable for failure to handl e nail

properly. The UMR/MDC will be | ocked when the nail clerk is not present.

2. The following are mnimum structural requirements for a UMW MDC | ocated in a
per manent structure:

a. Al locks and door hinges will be nounted inside or in such a manner to
prevent easy renoval. Spot welding the door hinges is highly recomrended to
prevent easy access.

b. Al windows will be barred or covered with heavy wire nmesh to prevent
easy access fromthe outside.

c. Walls and ceilings will be constructed to prevent forcible entry.

d. Receptacles (if used) will be installed to prevent access to or from
ot her receptacles or a custoner service w ndow.

3. When conducting training in the field or in a deployed environnent, every
effort will be nade by the command to provide 24-hour security to the mail

3001. ACCESS. Only authorized personnel are allowed to enter the UVR/ MDC
(e.g., comuandi ng officer, executive officer, postal officer, inspectors, and
supervi sed working parties). The mail clerk nust verify identification and

aut horization of all personnel prior to allowing entry into the UMR/ MDC and nust
remain there until all authorized personnel conclude their business and depart.

3002. CONTROL OF KEYS OR COMVBI NATI ONS

1. Postal officers will determne which mail clerk will be issued the key or
conbi nation to the UVR MDC.

2. The mail clerk authorized a UVMR/ MDC key wi ||l possess only one key and
safeguard it at all tines. The mail clerk will sign a key log indicating they
have been issued a key to the UVMR/ NMDC

3. The duplicate key or combination to the UMR/ MDC shall be sealed in a plain
envel ope or a PS Form 3977 (Duplicate Key Envel ope) (Figure 3-1), which can be
obt ai ned t hrough your servicing post office and kept in a safe controlled by the
postal officer or a representative designated by the conmanding officer. The
mail clerk holding the original key and the postal officer will both sign across
the back flap of the envel ope and endorse the front of the envelope to
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show its contents and date sealed. Prior to sealing the duplicate key in the
key envel ope, ensure the key works properly. A new envel ope will be prepared
whenever the duplicate key or conbination is used.

3003. TRANSPORTI NG NAI L

1. Commands shall transport all mail to and fromthe servicing postal facility

area in a closed-body mlitary vehicle equi pped with | ockable doors. If such a
vehicle is unavailable, nail clerks or orderlies will ride in the conpartnent
with the mail or at least maintain visual contact with the mail. |f the

situation arises that a mlitary vehicle is not available, the unit may request
aut horization to use a privately owned vehicle. The request will be nmade by the
unit postal officer and approved by the servicing post office.

2. USPS equipnment will only be used to transport mail, excluding oversize

pi eces. USPS equi pment will be returned to the servicing post office when not
needed to acconplish the mssion of the UVR MDC.

3004. SECURITY COF MAIL AND POSTAL RECORDS

1. The privacy of nmail and mail records shall not be violated. Ml clerks and
orderlies shall not break the seal of any nmamil matter nor are they to rel ease
any information about mail or mail records. Requests for information will be
referred to the unit postal officer

2. Personal addresses of all personnel are privileged information and will not
be di vul ged to anyone except in the course of official business. Ml clerks
will refuse all telephone inquiries and "third party" requests for persona

addr esses.

3005. HAZARDQUS NMAI L TRAI NI NG

1. Security of mmil and mail handlers is paranmount. Lessons |learned fromthe
Sept ember 11th bonbing of the Wirld Trade Center has pronpted the MPS to create
an active role of all mail handlers to identify suspicious nail. As such,
training all mail handling personnel to identify hazardous nail and how to
ensure its safe handling is directed. Post office personnel will coordinate
with | ocal hazardous nmaterial personnel, |aw enforcenent and fire depart nment
of ficials, and nedi cal personnel to ensure training of all mail handlers is
acconpl i shed annually. Training at a mnimumw || be focused on detection of
mai | bonbs, isolation of packages, evacuation procedures, and identifying

bi ol ogi cal and chem cal hazardous nail. Personnel to be trained are posta
clerks, unit mail clerks, section mail orderlies, and official mmil sections.

2. Supplenmental mail handling instructions will be provided by DoD, HQVC and
USPS as incidents occur
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3006. EMERCGENCY DESTRUCTI ON CF MAI L AND POSTAL EFFECTS

1. Destruction plans of all Marine Corps Activities operating UVR MDC(s) shall
i nclude instructions for disposing of mail and equi pnent in energencies
i nvol vi ng danger or capture, as follows:

a. Wen sufficient advance warning is received:

(1) deliver to addressee or dispatch mail on hand to the nearest posta
facility by the safest and npbst expeditious neans avail abl e, and

(2) suspend operations and transport mail handling effects and
supplies to a safe area

b. \When there is insufficient advance warni ng, energency destruction of
mai |l shall take place in the foll ow ng order

(1) official registered mail,

(2) directory service records,

(3) other accountable mail

(4) all remaining mail,

(5) other records, equipnment, mail sacks, furniture, etc.
2. If possible, the postal officer and assistant postal officer will witness
the destruction of mail handling effects. Wen the assigned postal officers are
not avail abl e, witnesses should include two officers when possible, or one

of ficer and one senior enlisted person, or two enlisted personnel of any grade.

3. Personnel conducting enmergency destruction shall submit a list of itens
destroyed to the CMC (MRP-3) within 48 hours.
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EMPLOYEE (Print Last Name, First Name and Middle Initial

OPERATING UNIT

EQUIPMENT

NO.

NO. KEYS

SERIAL NO.

CASH DRAWER

STAMP CABINET

SAFE COMPARTMENT

ENVELOPE DRAWER

L,

DESIGNATED WITNESS (Print)

2

INSTRUCTIONS: After enclosing the duplicate keys, the employee to whom
assigned and the witness to the sealing of the envelope by the employee shall sign
across both flaps on the back of the envelope. A distinct and legible postmark
should be affixed across both envelope flaps. Envelope containing duplicate keys
shall be assigned to the appropriate supervisor, who will be held personally
responsible for their protection.

If necessary to temporarily withdraw keys for use by the employee to whom assigned,
this envelope shall be opened by the employee in the presence of a witness,
endorsed by both, dated and preserved. When the keys are returned, the opened
envelope should be discarded and a new envelope prepared.

If necessary to have access to a receptacle assigned to an employee absent from
duty, the supervisor responsible for the duplicate key will withdraw the keys from
this envelope in the presence of one of the designated witness, and each will
endorse this envelope to show data and reason for withdrawing the keys. An
inventory of the credit thus made accessible shall be made and certified by the
supervisor, or other designated employee, and the witness and maintained by the
supervisor together with the opened envelope. (See Section 378, Handbook F-1).

PS Form

DUPLICATE KEY ENVELOPE

3977

Oct 1979

Postal Officer or Asst PO
Signhature & date

Figure 3-1.

-— PS Form 3977 (Duplicate Key Envel ope).
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CHAPTER 4

MAI L HANDLI NG

4000. GENERAL. Mail clerks and orderlies shall safeguard mail at all times and
may be held liable for any | oss caused by their failure to handle the mai

properly.

4001. PERSONAL MAI L

1. The DoD Postal Manual prohibits using Departnent of Defense personnel and
resources to duplicate services that USPS provides. All personnel residing in
housing or billeting where USPS delivers mail, will receive personal mail at
their quarters. Personally addressed mail is considered official when the
address includes a duty title or when sent in an official envelope with the
Mari ne Corps or DoD activity paying the postage. Installation Commanders may
grant exception to duplication of services for those service nenbers, who
because of their assignnent or whose duties prohibit their ability to receive
mail daily at their quarters address.

2. Unit mail clerks and orderlies are not authorized to handl e persona

accountable mail. Ml clerks will pick up a PS Form 3849 (Delivery Notice or
Recei pt) fromthe servicing post office and deliver it to the individual or the
responsi ble mail orderly. |Individuals are responsible for picking up their own

accountabl e mail and cannot appoint mail clerks or orderlies as agents in this
regard. Exceptions to this policy can be nade if the unit is located in a
renmote area where the individual service nenber does not have access or
transportation to the Post Ofice where the accountable mail is held. Requests
for the exception to this policy will be submitted in witing by the unit posta
officer to the installation postal officer for approval.

3. Postage due and Collect On Delivery (COD) services are not avail abl e

in UWR MDC(s). Mail clerks will handle postage due as regular nail. Should
mail clerks received COD mail at the UMR/ MDC, they will return this mail to the
servicing post office for processing.

4. Mail clerks are required to back stanp all mail upon receipt fromthe
servicing Post Ofice to reflect a date of receipt.

5. Mail addressed to unit mail clerks will not be opened, stored, or disposed
of within the UVR/ MDC.

6. Mil clerks and orderlies will give balloting material priority handling.

7. Addressees may refuse mmil they do not want. The addressee will wite on
the front of the envel ope or wapper "REFUSED', sign, and date it. |If the
addressee declines to make the endorsenent, the mail clerk/orderly will endorse
it "REFUSED BY ADDRESSEE", sign, date, and return it to the servicing post

of fice.
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8. Ml clerks and orderlies will inmediately report any mail suspected of
containing harnful matter or controlled substances to the unit postal officer
and servicing post office.

9. Wien mail has been opened by m stake, the mail clerk/orderly will instruct
the individual to reseal the envel ope, endorse it "OPENED BY M STAKE', and sign
it. The mail clerk/orderly will then return the envel ope to the servicing

UVR/ MDC or Post O fice for proper disposition.

10. When Marines are tenporarily absent fromtheir unit, mail will be handl ed
as foll ows:

a. Mil for personnel on |eave or TAD for 30 days or less will be held
in the UMR/ MDC unl ess a forwardi ng address has been provided by the service

nmenber. The UVMR/MDC wi || have docunentati on showi ng | eave or TAD dates for al
mai | being held. Upon return from TAD or | eave the nail shall be delivered and
t he docurmentation will not be required to be nmaintained in the UVR

b. Ml for personnel TAD for greater than 30 days will be forwarded unti
1 week prior to the designated return date, unless otherw se requested. This
allows the individual anple tine to effect delivery of the mail being forwarded
prior to returning to the unit.

11. Mail for transferred personnel will be handl ed per Chapter 6 of this
Manual

12. Mail that is received at the UMY MDC that is open, damaged, or nissing
contents will be endorsed with the appropriate endorsenent by the mail clerk
“received in opened condition”, “received in damaged condition”, “received

wi t hout contents”, with the date of receipt and the identity of the unit
endorsing the article of mail

4002. OFFICIAL MAIL. Mail clerks and orderlies shall safeguard official nmai

in the same manner as personal nail. Ml addressed to personnel by title
(e.g., CMC, Commandi ng General, Executive Oficer, Adjutant, or "Commandi ng
Oficer of ") is considered official mail. Ml received in an officia

government envel ope is considered official mail regardl ess of the address on the
envel ope.

1. Oficial mail shall only be delivered to an authorized agent of the command
whom has been designated in witing by the Conmanding Officer to receive
official mail addressed to that comrand.

2. Oficial mail such as MCI mail, master brief sheets, official surveys
addressed to the individual Marine as personal mail will be delivered as
addressed to the individual Marine whenever possible. These types of officia
mai | for personnel who have transferred will be forwarded to the forwarding
address provided or returned to sender with the appropriate endorsenent, if no
forwardi ng address was provided.
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3. Account abl e Mai

a. Commuanding officers shall designate in witing personnel authorized to
recei pt for and open official accountable mail. The authorization |letter nust
be signed by the Commanding Officer only and it will contain a sanple signature
of the individuals authorized to sign for and open official mail addressed to
the Commanding Officer (figure 4-1). A single letter may authorize nore than

one individual, however, any change to the authorization letter will require
cancel l ation of the previous letter and publishing of a new letter
Aut hori zation letters will be nmmintained for a period of two years after

cancellation in the UVR/ MDC fil es.

b. A chain of receipts shall cover all accountable nmail from acceptance by
the mail clerk through delivery to addressee or authorized agent. The nmail
clerk must be able to account for all accountable nmail either by producing the
article or by showing delivery of the article to the addressee or authorized
agent .

c. The servicing post office shall prepare PS Form 3883 (figure 4-2) in
triplicate and keep the original (white copy) and second copy (pink copy). The
original (white copy) will be returned to USPS for signature capture. The MPO
or servicing Post Ofice will retain the second copy (pink copy). The nai
clerk will receive the third copy (yellow copy) with the mail piece. The nmail
clerk will ensure the accountable mail piece(s) are all listed on PS Form 3883
and are in good condition. |If the wapper or container is damaged/torn, the
mail clerk will not accept the itens until they are repaired and properly
endorsed by the servicing post office.

d. Upon returning to the UVR'MDC, the mail clerk will |ist accountable
mail itens on PS Form 3883. If a mail clerk is relieved by another mail clerk,
the new mail clerk will receipt for the accountable mail by filling out the form
in the appropriate blocks and sign for it. The relieving mail clerk will then
fill out a PS Form 3883 and deliver the accountable nail piece to an authorized
agent.

e. Wen a return receipt (PS Form 3811) is attached to the accountable
mai |l piece, the mail clerk shall sign and date this formas the authorized
agent .

f. Accountable mail shall not be kept overnight in the UMR' MDC. It wll be
returned to the servicing post office. Wen accountable mail is returned, the
mail clerk will conplete a new PS Form 3883 and a postal clerk will sign for the
account abl e i |

g. The unit postal officer will verify the delivery of all accountable
mail daily to ensure delivery has been nade to an authorized agent by initialing
the PS FORM 3883 on the day of delivery.

h. Conmmands are required by paragraph 10-1(3) of OPNAVINST 5510.1g to
establish a classified material screening point and nust include procedures for
screening all registered and certified mail for classified material in the
unit's mail handling instructions.
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4003. MAIL SERVI CE TO CONFI NED PERSONNEL

1. Correctional Facility. Ml privileges extended to prisoners confined

for disciplinary reasons shall conformto the current edition of SECNAVI NST
1640.9. CQutgoing mail from confined personnel shall not bear any obvi ous
external indications that the individual is confined in a correctional facility,
including the return address. Ml clerks will indicate a box nunber, building
nunber, or other identification that does not indicate a confinenent facility
when forwarding nail to prisoners.

2. In Hands of Civilian Authorities (IHCA). Place all mil for personne
confined by civilian authorities into an official mail envel ope addressed to the
person in charge of the facility and include a letter of explanation fromthe
conmand. If you cannot verify that the individual is still confined at the
facility, include a Business Reply Ml envel ope addressed back to the command.

4004. HANDLI NG MAI L FOR CASUALTI ES

1. Under no circunstances will mail for casualties be returned to sender or
forwarded to next of kin until absolute verification is received that the next
of kin have been notified. Once the next of kin have been notified, the
servicing Post Ofice will forward nail to the next of kin, or return to sender
per the wi shes of the next of kin. Verification can be obtained fromthe parent
conmand or the foll ow ng:

U.S. Marine Corps, Casualty Section, Conmercial 703-784-9512
DSN 278-9512 or 1-800-847-1597

U S. Navy, Casualty Section, Commercial (901) 874-3202
DSN 882- 4297 or 1-800-368-3202

US. Air Force, Casualty Section, Commercial (210) 565-3505
DSN 665- 3505 or 1-800-433-0048

U S. ARMWY, Casualty Section, Conmercial (703) 325-7990
DSN 221-7990 or 1-800-626-3317

This mail may be held as | ong as necessary to preclude i nadvertent disclosure of
casualty status prior to official notification of the next of kin. Once the
next of kin have been notified, mail will be returned to sender or forwarded to
next of kin per their wishes. 1In no case will the UVR/ MDC personnel wite any
nessage on the envel ope to indicate that the individual is a casualty.

2. Ml for casualties will be endorsed by the serving Postal activity.

4005. QUTGO NG MAIL. CQutgoing personal mmil shall be deposited in |ocal USPS
mai |l collection boxes or presented to |local post offices for mailing. Unit nail
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clerks/orderlies will not collect outgoing personal mail or have access to USPS
coll ection box keys. Units that are isolated fromthe MPO and not serviced by
USPS nay request a waiver in witing (with justification) to this policy from
the serving Installation Postal Oficer or |ocal USPS Postmaster to coll ect

out goi ng personal mail.
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(Organi zati on Headi ng)

SSI C
Ori gi nator code
Dat e

From Conmandi ng O ficer
To: Personnel authorized to receipt and open all official mail to include
O ficial accountable mail

Subj :  AUTHORI ZATI ON TO RECEI PT FOR AND OPEN ALL OFFICI AL MAIL TO | NCLUDE
OFFI CI AL
ACCOUNTABLE MAI L

1. You are authorized to receipt for and open all official nmail including
of ficial accountable nmamil addressed to the Commandi ng Oficer (nane of
organi zati on).

NAME S| GNATURES
(1) _I. M MR NE I MMARINE
(2)
(3)
(4)
(5)

2. This authority supersedes all previous authorizations.

.M. COMMANDING
.M COVVANDI NG

Si gned copy to:
Unit Milclerk

Figure 4-1. -- Sanple Letter of Authorization.
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T T
Firm Delivery Receipt for

Accountable and Bulk Delivery Mail 1234 5678 9012 3456 7890

O Certified Delivery O Express Mail O Recorded Delivery Return Signature Mail forfBill Mo.
[ Confirmation [ Receipt for OO Confirmation H&S BN 01-02
O cob Senice Insured O Registered Merchandise Senice

Article Number Office of _Origin Article Number Office of _Origin
{International) Code| (International)
_________ Quantico, Va_ | SN AR
_ZT77565999 R__|Norfolk, Va__ | N
3
T S
e e S
R . Y N - W e ] R
[ T I S i L RO
o
oo
W

* CODE: DC = Received in Damaged Condition. OS = Officially Sealed. R = Return Receipt Requested. RE = Re-enveloped. RW = Returned to Writer.

Date of Received Received By: Postmark - Delivery Office
Delivery May 29, 2001 ecelve .
’ the 2 (Print Name) ’.M. Mar’"e
- - Pl n
?C;’Ielrkefrce::'gevl;l Sgt Postal described i:igdﬁ:tsusr:e‘;f x APD s
b
above haare LM, MARNE
Form 3849 Barcode Number (if delivered using scanning option) If using hanheld scanner
N/A option, have recipient sign
Form 3849.
P'S Form 3883, Novernber 1399 102595-00-6-0737 1- Delivery

Figure 4-2. -- PS Form 3883 (Firm Delivery Receipt for accountable mail).
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CHAPTER 5

MAI L RECEPTACLES

5000. GENERAL. The delivery of mail through nmail receptacles commonly referred
to as Mail Boxes or Post Ofice Boxes is another method Unit Commanders can
provide the delivery of mail to their personnel. The procurenent, installation
mai nt enance and operation of these nmail boxes is the responsibility of the Unit
Conmander. Unit Commanders who desire to use receptacles in their UWR or

establish MDC will have to coordinate with the Installation Postal Oficer to
establ i sh addresses that conformto USPS addressing standards. The Installation
Postal Oficer will provide training and nonthly/quarterly inspections of the
UMR/ VDC( S) .

5001. ASSI GNMENT OF RECEPTACLES

1. Only assign receptacles to nenbers of the command authorized to receive
mai |l through the Mlitary Postal System (MPS) or United States Postal System
(USPS) .

2. Only assign receptacles to menbers of the comand who reside in the barracks
or to personnel where the United States Postal Service (USPS) does not provide
mai |l delivery service. Exceptions nmay be granted to personnel whose duties
prohi bit receipt of mail at their quarters. These exceptions include, but are
not limted to nedical doctors, dentists, |awers, chaplains, or personnel who
are |legally separated, pending divorce, or other situations where the Commander
feels is in the best interest of the cormand. Receptacles cannot be used to
conduct private business under any circunstances.

3. Do not assign the receptacle to nore than one person.

4. Rows of receptacles may be closed out if this sinplifies casing the nail and
the receptacles are not needed. Under normal operations, rows of receptacles
are closed out by attrition, rather than reassigning new boxes.

5. Assign receptacles that have not been used the longest first, unless a
section or row of receptacles is being closed.

6. Record the nenber’s name, date of receptacle issue, receptacle conbination
and the conbi nation change date on a DD Form 2262, “Receptacle Record” (See
figure 5-1). An automated version of the DD Form 2262 data nmay be naintained in
a local computer database, provided the data is protected under the conditions
of the Privacy Act.

7. Label the rear of each assigned receptacle with the menber’s nane.

8. Provide the conbination or key to the nenber on DD Form 2263, “Mailing
Addr ess/ Conmbi nati on Notice” (See figure 5-2). Advise the sponsor to nenorize
the conbination and to read the general instructions on the form The
conbination will not be given to anyone other than the menber.
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5002. MAI NTENANCE OF RECEPTACLES AND RECEPTACLE RECORDS

1. \When installing receptacles, coordinate the nunber of the boxes with the
servicing postal activity to ensure the nunbers and addresses are not duplicated
and are w thin USPS addressi ng standards.

2. Do not make major repairs to receptacles. Facility Engineers are
responsi ble for repairs.

3. Wen conbi nation or key | ock wheels become difficult to turn, lubricate them
by placing a small anmount of powdered or flaked graphite on the noving parts of

t he | ock.

4. Spot-check the receptacle wi ndows and doors frequently for danmge.

5. If a receptacle cannot be secured or if it cannot be repaired within a
reasonabl e ampunt of tine, close it and issue another receptacle to the service
nmenber .

6. Mintain a separate DD Form 2262 for each receptacle.

7. File forns for assigned receptacles nunmerically in an active file.

8. File forns for unassigned receptacles chronologically by closure date in an
active file.

9. File forns for unassigned receptacles being closed out nunerically in a file
mar ked “Do Not |ssue.”

5003. CHECKI NG ASSI GNED RECEPTACLES

1. Check each assigned receptacle at |least nonthly for excessive nmail

accunul ation, old mail, or non-use. |If mail is accunmulating in a receptacle and
a DD Form 2258 “Tenporary Mil Disposition Instructions” (See figure 5-3) has
not been filled out, contact the nenber or the nmenber’s command to determ ne the
i ndi vi dual ' s status.

2. If the nmenber is tenporarily or permanently absent, prepare a DD Form 2258
indicating status. |If the status is received froma source other than the
menber (First sergeant, Section OC, etc.) enter the name and phone nunber of
the source in the special instructions block. Hold the mail until the nenber
provides instructions. Annotate the mail directory file card and process the
mai | based on the information received (forward, return to sender, etc.).

3. If no information can be obtained to provide disposition instructions and
the mail is unclaimed for 30 days, return the mail to sender endorsed
"Uncl ai ned,” close the receptacle, annotate the directory file card and all nmil
received after that point “Myved-Left no Address,” and return the mail to the
servicing postal activity. Do not reissue a receptacle to a forner nenber

unl ess proof of MPO privilege status is established. Once reestablished, if the
sponsor continually fails to claimmail fromthe receptacle, close the
receptacle and provide the nmail through general delivery. Wen providing
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general delivery service, advise the individual that the mail nust be returned
to the sender as “Unclained” if it is not picked up within 15 days of receipt at
the servicing postal activity.

5004. KEYS AND COMBI NATI ONS

1. Change the key | ock cylinder or conbination any tinme a key or conbination
is believed to be conprom sed and when a receptacle is w thdrawn.

2. Record the nenber’s name, date of receptacle issue, and the serial number of
the key or the conbination on the DD Form 2262.

3. Supervisors nust ensure that an adequate supply of key lock cylinders are
retai ned where key-type receptacles are installed. Cylinders may be rotated
with other separate nests of receptacles; however, do not use a cylinder
renoved froma nest of receptacles, in the same nest again for at |east three
nont hs.

4. Activities issuing the receptacle nust replace worn, |ost, or broken keys
to the receptacle without charge to the custoner. Retain at |east two
duplicate keys for each receptacle. The conbination entered on the DD Form
2262 is the only combi nation retained. Keep duplicate keys and conbi nati ons
in a safe place out of patron's reach

5005. DELIVERY OF MAIL THROUGH THE RECEPTACLES

1. Only place matter bearing postage or matter authorized by the Mlitary
Postal Service Agency (MPSA) or HQMC (CODE MRP-3) in nmil delivery receptacles

2. Conpare the name on the nail or matter with the nane | abel on the receptacle
before placing the mail in the receptacle. Wen nanes do not match, check the
mai | piece against the directory and process accordingly. Do not deliver nail
addressed to “Cccupant” or “Resident” of a receptacle nunber. Endorse it with
“Insufficient Address” and return the mail to the servicing postal activity.

Mai | addressed to the “Comanding O ficer of” an individual nust be delivered as
official mail to the Commanding Officer. Ml addressed to “Conmander of a
receptacl e nunber”, that does not contain an addressee nane or unit designation
must be endorsed with “Insufficient Address” and returned to sender

3. Wen delivering articles that are too large to fit in a receptacle, store
them for easy retrieval. Use PS Form 3907, “Post O fice Box Ml Pickup
Notice”, to notify customers of this mail. Prepare the formthe sanme day the
article is received by entering the receptacle nunber, date, and | ast nane of

t he addressee on the form These forms may be |lami nated to conserve on the
nunber used. Line through previous entries before reusing the forms. These
forms may be altered to reflect the hours of operation of the mail distribution
poi nt to enhance custonmer service. Alternate forns and nmethods of notification
may be used to notify custoners to enhance the tinely delivery of nmail.

4. Use DD Form 2258 for marking receptacl es of nenbers who are absent
tenporarily for any reason. Menbers nust sign this form when possible, to show
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t he forwardi ng address or provide disposition instructions for their mail (See
Figure 5-3). |If a change in status is received froma source other than the
nmenber, then note the source on the formand the disposition instructions on the
form The nenber nmay designate in witing sonmeone to receive their nmail during
peri ods of absence as long as that person is an authorized MPO user. |If nail
accunul ates and will not fit in the receptacle, bundle the mail and follow the
procedures outlined in paragraph 3 above.

5. Handle mail for nenbers who are in confinenent, UA or casualties per
Chapter 6 of this Manual. Use DD Form 2258 to mark the receptacle, indicating
the nmenbers status until the receptacle is closed or the menber’s status
changes.

5006. W THDRAWAL COF RECEPTACLES

1. Rerove all mail fromthe receptacle and process through the directory
section.

2. Rermpove the nane | abel and bl ock the rear of the receptacle with PS Item
O 53A, “d osures, Lockbox, Number 1” or other suitable device.

3. Renpve the DD Form 2262 fromthe active file and record the date of the
receptacl e closure.

4. Change the key lock cylinder or conbination and record the key serial nunber
or new conbi nation and the date of the change on the DD Form 2262. The change of
| ocks and or conbinati ons shoul d be done as soon as the box is closed or within
five days of closure
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PS FORM 3801 DATA 'RECEPTACLE NUMBER
RECEPTACLE RECORD B onre O NoToNFLE 001
NAME OF RECEPTACLE HOLDER (last, frst, M) ‘;,‘,T,E,fj;’j" vt D‘;,TEHELZSSD %r'}..ﬁ%doéﬂa
KING, JOE P 991001 123 990929

DD:T;« DDGD  REPLACES AF FORM 1862 WHICH WILL BE USED.

Figure 5-1. -- Sanple of DD Form 2262 Receptacl e Record.



Fi gure 5-2.

MARCORUVMRSOP

MAILING ADDRESS/COMBINATION NOTICE

1. Your Complete Mailing Address Is:
PSC 810 BOX 001
FPO AE 09610-0001

2. General Instructions:
a. Check your receptacle daily.

b. Notify all correspondents and publishers of your
correct mailing address.

c. Do not allow unauthorized personnel overseas
to receive mail through your receptacle.

d. Do not place or store items in the receptacle;
it is issued only so you can receive mail placed
there.

e. Promptly advise your local facility of any
temporary or permanent change in status, i.e.,
leave, TDY, TAD, reassignment, etc.

f. Any component member of your family who has
a valid ID card may be given the receptacle
combination or any mail addressed to the family
except restricted delivery mail. However, you may
state in writing that no member other than
yourself is authorized access to the receptacle
combination or mail placed therein.

destroy this portion.)
3. Your Combinationis: 1 2 3
4. How to Open:

a. Turn dial indicator left/sight three times and stop
at: 1

b. Turn dialdeft/right pass first combination number
andstopat: 2

c. Turn dial lefifrght stopping at: 3

d. Turn latch key-eft/right to open.

00" ORM 63 REPLACES AF FORM 1852 WHICH
82 JAN WILL BE USED.
*US. GOVERNMENT PRINTING OFFICE: 1082 - 380-070/263

Sanpl e of DD Form 2263 Mailing Address/ Conbi nati on Notice.




Fi gure 5-3.

MARCORUMRSCP

TEMPORARY MAIL DISPOSITION
INSTRUCTIONS

- - - FOLD -—
NAME (Last, First, Ml) (Print): RECEPTACLE NUMBER
KING, JOE P 001
STATUS
ADV ASG X LEAVE CONFINED
TOY HOSPITAL AWOL

EFFECTIVE DATES TO FWD OR HOLD MAIL (Yr, Mo, Day)

From: 99 10 10 10: 99 12 01
| FORWARD ALL MAIL | X Howo ALL maiL
FORWARD ONLY
LETTERS PARCELS | | NEWSPAPERSMAG
PAYCHECK(S) OTHER (Use Spec Inst)

COMPLETE FORWARDING ADDRESS:

SPECIAL INSTRUCTIONS:

ON LEAVE STATESIDE HOLD
ALL MAIL UNTIL MY RETURN.

SIGNATURE OF RECEPTACLE HOLDER: DATE (Yr, Mo, Day)

ﬂde p’ z- 99 10 09

FOR ADVANCE RECEPTACLE
ASGN,

LIST NAME OF SPONSOR AND
DUTY PHONE IN THE SPECIAL

INSTRUCTIONS BLOCK
DD FORM 2258 - LS. GOVERNMENT PRINTING OFFICE 1062 -360979 / 320
82 Jan

Sanmpl e DD Form 2258 of Tenporary nail

Di sposition Instructions.
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CHAPTER 6

DI RECTORY SERVI CE

6000. GENERAL. Accurate and tinmely directory service is an inportant nmai
handl i ng responsibility. Transferred personnel should receive their mail as
soon as possible. The individual Marine is responsible for providing current
directory file infornmation to the UVMR MDC when checking in and out. The conmand
wi Il ensure all personnel check in and out with the UVR MDC

6001. TRANSFERRED PERSONNEL. All WMarines being transferred are required to
check out with the UVR and provide a forwardi ng address or instructions on how
to handl e any nail received after transfer. Failure to do so may result in the
del ay of forwarding or delivery of their mail. The unit mail clerk shal

provi de the individual checking into the unit with a change of address card.

The mail clerk will send the change of address card to the individual’s previous
conmand to update their directory file records.

6002. DI RECTORY FILE SYSTEM Marine Corps commands will maintain a directory
file systemfor all personnel attached to the unit.

1. Ml clerks shall fill out a Directory File Card (NAVMC 10572) with

i nformati on the Marine provi des when checking in or checking out. The unit
diary is one source docunment that may be used to extract information to conplete
the directory file card if the individual service nmenber fails to check in/out
of the UMR'MDC. Directory File Cards shall be utilized as foll ows:

a. Wen a Marine checks in, enter the follow ng information on the
Directory File Card; last nane, first name, mddle initial, social security
nunber, grade, unit joined from (conpl ete address not required), date, and
unit/section to which assigned (or other information necessary to ensure nail
delivery). Figure 6-1 shows a properly conpleted Directory File Card for a
new y joi ned service nenber.

b. Tenporary changes in status are recorded in the appropriate spaces on
the Directory File Card. Tenporary changes such as tenporary additional duty
(TAD), sick (SK), unauthorized absence (UA), confinenent (CONF), or in hands of
civilian authorities (IHCA) are entered when applicable. Leave entries are not
required to be entered on the Directory File Card.

c. Wen a service nmenber checks out, enter the new conplete mlitary
address, including an estimated date of arrival (EDA), or a conplete hone
address and have the individual Marine sign and date the card. The unit diary
nunber is entered on the card only when the unit diary is used as the source of
information. Figure 6-2 shows a properly conpleted Directory File Card for a
transferred Marine.

d. Wen a change of address card (CAC) is received froma previously
transferred individual, the mail clerk will check to see if there is a change to
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t he forwardi ng address previously recorded on the Directory File Card. |If there
is a change in address the mail clerk will wite the new address into the "new
duty station" block of the Directory File Card if space permts, or wite "see
CAC," if space is limted. The section of the CAC containing the old unit
address, the new address, the signature, and date will be cut out and stapled or
taped to the back of the Directory File Card to show the new forwardi ng address.
Thi s procedure guarantees that the source docunent for the change of address,
(including the individual's signature) is retained with the new address
information. Figure 6-3 shows a properly conpleted Directory File Card.

e. Al UWR "NO RECORD' First Cass Mil (Absentee Ballots, Governnent
Checks, Savings Bonds, Oficial Credit Card Statenments) will be directorized by
the serving UVR/ MDC using the Marine Corps Total Force System 3270. Post office
mail roominspectors and directory sections will ensure conpliance. In
addi tion, serving post offices will check all nmail identified above to ensure
directory service is performed. A UVR/ MDC "No Record" mail endorsenent will
read: NO RECORD 3270, DATE, MAIL CLERK CARD NUMBER, AND UNIT.

f. Deserters. The mail clerk will code the directory file card for
destruction when an individual is declared a deserter. The word "DESERTER' is
entered in the new duty station block, the desertion date is entered, and the
di scard date is computed and entered. |If the unit diary is used as the source
docunent for this entry, enter the unit diary nunmber in the appropriate block
(See figure 6-4)

2. Retention Periods

a. UMR/ MDC(s) shall retain the directory file cards for 12 nonths after
detachrment of all pernmanently assigned personnel. The discard date is the nonth
following the nonth of departure, plus 12 nmonths, and will be entered as shown
in figure 6-2. For exanple, if a permanently assigned Marine departed during
Cct ober 2000, the discard date woul d be Novemnber 2001.

b. Directory File Cards for personnel in a tenporary status that are
attached for six nonths or less will be maintained for three nmonths after the
i ndi vidual 's departure. For exanmple, if a Marine has orders to attend a 4-nonth
school and departs in Cctober 2000, the discard date woul d be February 2001

c. The mail clerk will purge the directory file cards during the first
week of each nonth and destroy all cards containing a discard date for that
nont h.

6003. READDRESSI NG MAIL. Ml clerks will endorse all mail requiring directory
service as shown in figure 6-5. They will draw a diagonal |ine through the

i ncorrect portion of the address and place the correct address to the right of
the original address, including an EDA if the new address is a military unit.
Mail clerks are not to use Permanent Mailing Addresses fromthe unit diary to
forward mail to civilian addresses. |[If the individual has not provided proper
forwarding instructions and a new mlitary address is not available, mail wll
be returned to the MPO with the annotation, "Mved Left No Forwardi ng Address"
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6004. SCOURCES OF | NFORMATI ON TO UPDATE THE DI RECTORY FILE. The individua
Marine is responsible for keeping the UVMR/ MDC informed as to their current
status to ensure the tinely delivery of their mail. The mail roomw || stil
requi re other source docunents to provide information when the individual Marine
does not or cannot provide this information. The Unit Diary is the best source
docunent to provide this information due to the conplete data the unit diary

mai ntai ns on the individual Mrine. Wen feasible, the UVR/ MDC will be provided
a copy of each unit diary to update the directory file cards. The mail clerk

will record the date on the copy of the unit diary when it is received in the
mail room and the date when the diary has been reviewed and the directory file
cards updated. Wen the unit diary cannot be provided, the command wi |l provide

ot her docunentation, such as norning reports that provided all the necessary
infornmation to update the directory file cards.
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NAME (I:ast First Middle Initial) SSN GRADE DISCARD DATE (Mo., Yr.)
Smth, John W 1123456789 | Lcpl
JOINED FROM DA'I:'J{: UNIT ASSIGNED
0 Jun 00
MCB Canp Butl er B1- 00 Suppl y

DROPPED (New duty station, home address etc. - complete address with EDA)

SIGNATURE (required)

DATE

UD NO. (Only if no

signature)

MAIL DIRECTORY FILE CARD (5119) NAVMC 10572 (REV. 11-96) (EF)
(Previous editions are obsolete)

SN: 0109-LF-067-0700 U/I: 250 Per PKG

TEMPORARY STATUS 0 FROM _TEMPORARY STATUS 1O FROM
(Tad, SK, UA, Conf, Ihca) |——2os DATE__{(rad, SK, UA, Conf, Ihca) |—D2ATE DATE
S A ot UDNO. | UD NO. S DA ot UD NO._|_UD NO.
Figure 6-1. -- Conpleted NAVMC 10572 (Mail Directory File Card) for Marine

Checki ng in.
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ub '81-

NAME (L.aSt First Middle Initial) SSN GRADE DISCARD DATE (Mo., Yr.)
Smth, John W 123456789 | LCpl Jul 02
JOINED FROM DAT§O .J un OO UNIT ASSIGNED
MCB Canp Butl er Suppl y

00

EDA 30 Jul 01

H&S Co H&S Bn (Supply)

DROPPED (New duty station, home address etc. - complete address with EDA)

1st FSSG Canp Pendl et on, CA 92055
SIGNATURE (required) DATE UD NO. (Only if no
i signature)
John W. Smith 30 Jun 01

MAIL DIRECTORY FILE CARD (5119) NAVMC 10572 (REV. 11-96) (EF)
SN: 0109-LF-067-0700 U/I: 250 Per PKG

(Previous editions are obsolete)

TEMPORARY STATUS o FROM__lTEMPORARY STATUS TO FROM
(Tad, SK, UA, Conf, lhca) DATE DATE (Tad, SK, UA, Conf, lhca) DATE DATE
T ' UD NO. UD NO. T ' UD NO. UD NO
Room 26 101-00 107-00
Naval Hospital
Camp Pendleton 31 Jul 00 2 Aug 00
Figure 6-2. -—Conpl eted NAVMC 10572 (Mail Directory File Card) for Marine

Checki ng out.
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John W. Smith

30 Jun 01

NAME (L.ast First Middle Initial) SSN GRADE DISCARD DATE (Mo., Yr.)
Smth, John W 123456789 | LCpl Jul 02

JOINED FROM DAT§O .J un OO UNIT ASSIGNED

MCB Ca But | er |

np uD 'Bl- 00 Supply

DROPPED (New duty station, home address etc. - complete address with EDA)

EDA 30 Jul 01

1st FSSG Canp Pendl et on, CA 92055
SIGNATURE (required) DATE UD NO. (Only if no

signature)

MAIL DIRECTORY FILE CARD (5119) NAVMC 10572 (REV. 11-96) (EF)
SN: 0109-LF-067-0700 U/I: 250 Per PKG

(Previous editions are obsolete)

TEMPORARY STATUS 10 FROM_IrEMPORARY STATUS 1O FROM
(Tad, SK, UA, Conf, lhca) DATE DATE (Tad, SK, UA, Conf, lhca) DATE DATE
T ’ UD NO. UD NO. T ’ UD NO. UD NO
Hometown, USA zip Code
ol d address (attach Mailing |abel for publication)
H&S Co H&S Bn (Supply)
1st FSSG Camp Pendleton, CA 92055
Signature Dat e
John W. Smith 010701

Fi gure 6-3.

NAVMC 10572 — Information from Change of Address Card (CAC).
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NAME (L.ast First Middle Initial) SSN GRADE DISCARD DATE (Mo., Yr.)
Smth, John W 123456789 | LCpl Aug 02
JOINED FROM DAT§0 .J un OO UNIT ASSIGNED
MCB Canp Butler |5 %1- 00 Suppl y

DROPPED (New duty station, home address etc. - complete address with EDA)

Deserter (010730)

SIGNATURE (required)

DATE

010730

signature)

UD NO. (Only if no

55-01

(Previous editions are obsolete)

MAIL DIRECTORY FILE CARD (5119) NAVMC 10572 (REV. 11-96) (EF)
SN: 0109-LF-067-0700 U/I: 250 Per PKG

TEMPORARY STATUS 10 FROM__lTEMPORARY STATUS 1O FROM
(Tad, SK, UA, Conf, lhca) DATE DATE (Tad, SK, UA, Conf, lhca) DATE DATE
T T ' UD NO. UD NO. T T ' UD NO. UD NO.
UA 010630
UD NO
22-01
Figure 6-4. — Conpl eted NAVMC 10572 for a person Declared a “Deserter.”
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Ms. J.W. Smith
14 Bravo St.
Anytown, CA 99999-0000

LCpl J.W. Smith

%
Camp Lejeune NC

EDA 30 July 2001

H+svc Co H+svc Bn (SUPPLY)
Camp Pendleton, CA

92055- 0000

Figure 6-5. — Sanple Mail Requiring Directory Service.
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